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CONFLICT OF INTEREST POLICY 


According to a Department Policy and its Code of 
Ethics, every employee who has an ‘outside job,”” is 
self-employed on a part-time basis, or has a license (or 
certification) to engage in any business, profession, trade 
Or occupation, must complete Form PR-102 to comply 
with the State’e Conflict of Interest Law. 

The forms may be obtained from the Division of Per- 
sonnel Services in the Main Building, Trenton. 

Completed forms should be submitted to either the 
Bureau Chief, Superintendent of Maintenance and Opera- 
tions, or the Supervising Construction Engineer. 

Each employee who has submitted a PR-102 form is 
responsible for resubmitting another PR-102 each time 
any of the following occurs: 1. a new license is ob- 
tained, or revoked, 2. a new employer is obtained, 3. 
a new client is obtained who does business with the 
Department. 4. a current employer starts to do business 
with the Department, and 5. a change occurs in the type 
of work or service performed for an employer, or rendered 
to clients. 

Employees who have submitted a PR-102 form are not 
required to resubmit one each year, provided the informa- 
tion already submitted continues to be the same. 


MANAGEMENT SYSTEMS IS ONE OF DOT’S 
ADMINISTRATIVE SUPPORT GROUPS 


Most firms and institutions throughout the United 
States have administrative support groups within their 
organizations, and the Department, with its more than 
5,000 employees, is no exception. 

One of the Department’s administrative support groups 
is the Bureau of Management Systems headed by Richard 
H. Fierabend, Bureau Chief. It is one of four in the Di- 
vision of Management & Budget headed by Chester Andres, 
Director. Working with the Bureau Chief are Thaddeus 
J. Clark and James N. Maul, Administrative Analyst II; 
Charles Grabowski and Bruce Strickland, Administrative 
Analyst lil; William Sarosky, William O’Dowd, Joseph F. 
Terranova and Michael Miller, all Procedures Analysts; 
Diana Pellitiere, Principal Clerk Stenographer, and Sandra 
Allen, Senior Clerk Stenographer. 

The primary objectives of the Bureau are to provide 
the Department with effective management systems for 
the control of administrative, financial and operational 
activities, and to provide standardized operating and 
informational manuals. 

Working closely with the units involved, some of the 
systems the Bureau has helped to establish since its 


formation in April, 1971 include: 


Check Distribution =-. which Uses«arseries ‘of unique 
codes to enable employees’ pay checks to be forwarded 
to their work locations, including a courier service for 
delivery to field locations. 

Capital Programming and Initiation of NJDOT Pro- 
jects -- which establishes the processing flow for the 
development of the Department’s work program and the 
initiation of specific projects including all interactions 
with the FHWA and Federal reimbursement for partici- 
pating projects. 


s the 
progress of a graph which will accompany a systems presenta- 
tion. Looking on are: Bruce Strickland and Diana Pellitiere. 


Grant Accounting -- which processes requirements and 
controls for Grant Contracts, including the establishment 
of financial accounts and obtaining Federal reimburse- 
ment from UMTA. 

Legal Service File -- developed to provide total pro- 
ject information at a central source. Satellite files were 
also developed as a supplement to the central file. 

Word Processing -- Consisting of a dictating-record- 
ing-transcribing system for transposing memoranda, cor- 
respondence, and briefs into finished copy with the use 
of desk microphones, dictaphones, transcribers, and mag- 
netic card typewriters used by Legal Services. 

Correspondence Control -- established guide lines of 
processing requirements for controlling correspondence 
memoranda, etc. for the various Department units. 

Most of the Department’s Administrative Policies and 
Procedures have been developed to formalize systems, 
while the remainder are concerned with personnel infor- 
mation, and include Sick leave, On the Job Injuries, Work- 
ing Hours and Their Observance, Working Test Period, 
Retirement Assistance, Tutition Aid. 


The Department has about 1300 permanent forms stock- 
ed in the office Supply Stockroom, and approximately 900 
temporary forms whichare retained by the individual spon- 
sor, said Mr. Fierabend. 

All requests for revisions or new forms are submitted 
with a draft of the proposed form to the Forms Control 
Supervisor, Charles Grabowski, in the Bureau. After 
evaluation, a proof copy is prepared by the Duplicating 


Section of Central Services. The requestor reviews the 
proof before the form is printed and stocked. 

The Bureau has an Administrative Practice Officer, 
Michael Miller, appointed by the Commissioner, who is 
responsible for developing, filing and adopting adminis— 
trative rules for the Department. This officer reviews 
all proposed Policies and Procedures for any effect on 
the rules, and coordinates with the Secretary of the State’s 
Office in processing rules for the Department. Rules, 
when adopted, have the same effect as legislatively en- 
acted laws. 


DICTATING EFFECTIVELY 
SECRETS DISCLOSED 


The secret of dictating effectively was disclosed in 
a course recently completed by 29 Department employees. 
The course, conducted by Linda Scharitti of Civil Ser- 
vice, was held in the Bureau of Training and Employee 
Services’ Conference Room. 

The Attendees were: Orville Abbott, John Archibald, 
Douglas R. Bartlett, Francis J. Brady, Patricia Carbone, 
Henry Conroy, James Gallagher, Alfred Giombetti, John 
L. Haller, Daniel J. Hartig, Clifford Heckman, George 
Hutchinson, Robert Indig, Henry Justus, Irving Kunes, 
George W. Kuziw, George Masouras, Giles B. Maupin, 
Nancy McGrath, Charles P. Monahan, Gary Oaks, Bernard 
O'Keefe, Jr., Daniel V. Pankiewicz, Charles Peak, Thomas 
R. Ryan, Paul P. Skoutelas, Frank Weiss, Lance E. 
Weight, and Ludwig J. Wiedmann. 


Ay We'd Like To 
\\7 Pass the Buck6) 
\...-Lo YOU! 


THINK IT OUT! 
TALK IT OUT! 

See SKETCH IT OUT! 
Lm ceenameidinge—eiim WRITE IT OUT! 


Each year, a number of Department employees receive 


suggestion awards for turning in constructive specific 
ideas on how to improve some phase of the Departments 
operation. 

For example, during 1975 and 1976, 27 Department 
employees received suggestion award checks, five of 
whom earned more than $1,700 each in awards. The big 
checks included two for $5,000 each, one for $3,550, 
one for $3,450 and the other for $1,791. 

People who receive sizeable awards are really no 
different from those who have yet to submit even one sug- 
gestion. It’s just that the winners STOP...LOOK... and 
SUGGEST. 

Granted, it’s not always easy to come up with a good 
idea, but it doesn’t take a genius to win a suggestion 
award either. The key to becoming a sure winner is to 


SUGGEST... SUGGEST... SUGGEST. 


What advice do suggestion award winners have for 
their fellow employees who don’t turn in suggestions? 
Some successful suggesters recommend keeping a sharp 
eye on where you work since you may be the one person 
in o position to spot an improvement there. Other award 
winners might tell you to slant your suggestion toward 
quality improvement. Most, however, say: THINK IT 
OUT! TALK IT OUT! SKETCH IT OUT! and WRITE 
IT OUT! 

ANDREW J. LENNERT HONORED 
AT TESTIMONIAL DINNER 

Andrew J. Lennert, Principal Landscape Architect 
with the Bureau of Landscape Architecture, was honored 
recently ata testimonial dinner for his 20th yearas scout- 
master and his 35th year in Scouting. 

With the Department since 1952, Mr. Lennert’s scout- 
ing activities go back to his childhood in Queens, New 
York. Some of his scouting awards include the Silver 
Beach Medal, the highest award bestowed by Monmouth 
Council of the Boy Scouts of America, the Christ the 
King Plaque presented by the Catholic Diocese of Trenton, 
Scoutmaster’s Training Key, and the Virgil Honor of the 
Order of the Arrow, top level in the national fraternal 
Scouting group. 

Besides helping hundreds of boys achieve awards 
success in Scouting as a scoutmaster, during which time 
he guided 55 to Eagle rank, Mr. Lennert formed an organi- 
zation of assistant scoutmasters. 


MANY ATTEND PRE-RETIREMENT 
PLANNING SEMINAR 

More than 360 Department employees attended the 
Pre-Retirement Planning Seminar recently held in Netcong, 
Newark, Cherry Hill, Freehold and Trenton. 

The 12-hour Seminar, held for employees approaching 
retirement age, provided information on social security, 
pensions, life insurance, medicare, health benefits, and 
medical and psychological aspects of retirement. 

The sessions were coordinated by personnel of the 
Bureau of Training and Employee Services, conducted 
by Merritt J. Warwick, Senior Personnel Assistant with 
Training, and various professionals with expertise on 
the various subjects. 


RETIREMENTS 


Angelo M. Cervino, Frank Driver (30 years), Robert 
Risk, Sr., Maintenance Worker | (18 years), Frank J. Gatto, 
Truck Driver (11 years), and John J. McGrath, Engineer 
Aide |, Material (9 years) with Construction and Mainte- 
nance; Allan D. Hoxie, Senior Highway Inspector with 
TOLA (9 years). 

Others who have retired include: Lawrence J.McClay, 
Truck Driver (38 years) and Joseph Potocki, Maintenance 
Worker | (21 years), both with Construction and Mainte- 
nance; George R. Mycoff, Senior Highway Inspector with 
Transportation Operations and Local Aid (17 years); 
Nicholas J. Czarrunchick, Maintenance Worker | with Con- 
struction andMaintenance(12 years) and Albert R. Fillman, 
Highway Safety Inspector with Transportation Operations 
and Local Aid (9 years). 
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NEW JERSEY DEPARTMENT OF TRANSPORTATION 


TRAINING HELPS PEOPLE, 
PROMOTES PRODUCTIVITY 


In our ever-changing world, training is the servant of pro- 
gress. This is particularly true in the Department of Trans- 
portation, where a diversity of occupations, skil!s, crafts and 
professions share one compelling need -- meeting challenges 
posed by constant change. 

The Department’s comprehensive training program has two 
underlying objectives: to maintain and improve the quality 
and quantity of service to the public, and to help the Depart- 
ment’s female and minority employees move ahead in their 
jobs and prepare for future opportunities. 

No matter how highly schooled or trained a person may be 
when hired by the Department, it is probable that much of his 
or her previous training shortly will become outmoded or made 
obsolete by the relentless trend toward new technology and 
new and better ways to do things with the least cost in human 
and physical resources, 

To give employees the opportunity to benefit from its over- 
all training effort, the Department has subdivided its total 
program into four key elements: Employee Skills Training, 
Management Training and Development, Specialized Technical 
Training, and Tuition Aid. From time to time special programs 
combine two or more of the program elements. 

The purpose of Employee Skills Training is to provide em- 
ployees who are not managers with the most current informa- 
tion and practices to help them perform their duties compe- 
tently and efficiently. This includes instruction in the proper 
use of such basichandtools as shovels and saws and in typing 
and clerical procedures. It also may include instruction for 
electricians and mechanics who now must service a new gener- 
ation of electronically-operated equipment such as traffic sig- 
nals. 


In Management Training and Development, supervisors are 
informed of management's role in Departmental operations, 
Special emphasis is put on the importance of understanding 
and using modern management techniques in labor relations 
and in motivating employees in their day-to-day work.. 


Specialized Technical Training has provided opportunities 
for learning how to be auto mechanic and electrician appren- 
tices, how to plan projects, how to prepare bids for contracts, 
how to control erosion and other ways to do things. Each 
specialty contributes to the work of the Department and each 
requires continuing individual attention aimed at upgrading 
craft skills. 

The Department's Tuition Aid program is designed to pro- 
vide limited financial assistance to employees who wish to 
study, on their own time, at various colleges and universities 
in the area. To receive tuition aid, each applicant must show 
that his or her proposed course of study is directly job-related, 
and tuition is reimbursed only after the recipient has provided 
proof that the course has been completed satisfactorily with 
a passing grade. 

The objective of the Tuition Aid program has been to help 
the Department attract and retain highly motivated and effec- 
tive employees, particularly professionals. While the number 
of participants at any one time has never been large compared 
to the total number of eligible employees in the Department, 
the history of the program indicates that it compares favorably 
with similar programs in private industry. 


Training programs traditionally have been developed and 
administered to meet specific and identified needs. However, 
as the Department has bec ane more and more heavily involved 
in such concerns as the environment, social responsibilities 
and equal employment opportunity, the need for continuing 
education has surfaced in such areas as |aw and engineering. 

Because of the complexity of these types of problems and 
constantly changing laws and regulations covering these ac- 
tivities, the professionals in law and engineering are being 
trained on a continuing basis in anticipation of future change. 


It is hoped that by exposing professionals to continuing 
education in their respective occupations the Department will 
be able to save significant amounts of money and, at the same 
time, deliver the highest possible quality of service to the 
public. 

In the last fiscal year, the Department provided 129 train- 
ing activities for its employees. These activities ranged from 
short, one-session programs to programs of several weeks dura- 
tion. 

Overall participation averaged approximately 13 hours of 
training per employee. This represents an extremely modest 
investment in time and money considering the value of train- 
ing to the Department and the people of New Jersey in terms 
of the potential for improved job satisfaction and employee 
productivity. 

‘*The future,’’ it has been said, ‘belongs to those who pre- 
pare for it."’ The Department's training program helps meet 
the challenges of the future. 


24 COMPLETE ENGLISH COURSES 


School is out for 24 employees who completed English 
courses, five for the Basic Business English and 24 
for the English As a Second Language. 

Those who completed the Basic Business English 
course are: Kathleen Bertram, Deborah Burke, Audrey 
Graham, Thomas Marezak and Girish Patel. 

This course included a reviewof punctuation, spelling, 
word study, grammar usage and style. It stressed sen- 
tence construction and completion, parts of speech and 
their usage, conveying precise thoughts, practice exer- 
cises, reviews, and tests. 

Those who completed the English As a Second Lan- 
guage are: Felix Almanzor, Nabil Bastaros, Salem Beg, 
Manolo Capili, Nathabhai Chadhari, Ernesto Cruz, Sukhraj 
Dhillon, Munireddi Jagannath, Gangadhari Kasinath, 
Rahman A. Khan, Peter Lai, Anil Mehta, Ezzat Moawad, 
Yung Chiec Pao, Sai Lung Pan, Sung Park, Joon Shin, 
Pedro Sierra and Antonio Flammia. 

This course emphasized listening, comprehension, 
reading and speaking. Also, it included learning the 
writing skills necessary for paragraph development and 
correspondence. 

Basic Business English was held at the Civil Service 
Training Center in Trenton. English As a Second Lan- 
guage was conducted in the Department’s Conference 
Room. Both courses were coordinated by the Training 


Section. 
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“My school attendance record is like my Dad’s job attend- 
ance record ... perfect.” 


N.J. Dept. of Transportation 


Division of Personnel Bulk Rate 
Bureau, Training & Employee Services ] 
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SEMINARS COMPLETED 


Nine Department employees recently completed the 
Asphalt Institute’s seminar to make more people aware 
of the rehabilitation of the road systems. Emphasis was 
placed on the upgrading and improvement of the road 
system and possible theories on where the respons ibility 
of the cost should lie. The attendees are: Jack Moore, 
Jack F. Andrews, Nicholas J. Cifelli, Oliver D. Kee, 
William Breen, Francis Walker, Jack F. Dunn, Albert B. 
Bieber and Worth Cunningham. 

In other training, four Department employees completed 
the Bidding Procedures Seminar conducted by Dr. Weis- 
berger of the Rutgers University at the Holiday Inn in 
North Brunswick. 

The six-hour seminar was attended by Edward D’Arcy, 
Joseph Oswald, John Breece and Bill Evanko. 
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SERVICING -- One of the Department's 
backhoe-loader tractors is being serviced 
by Joseph E. Small, Mechanic Helper with 
the Bureau of Equipment at the Cherry Hill 
Garage in Region IV. 


Larry O'Rourke, Transporter Editor, Phone: 609-292-3107 


